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ASSI STANT FI RE PREVENTI ON CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a position, the primary duties of which
are assisting in the organization and direction of all
activities of the fire prevention division. The Assistant Fire
Prevention Chief perfornms any adm nistrative duties assigned by
the Fire Prevention Chief, assists in records-keeping and report
preparation, and assists in directing the inspection, fire
prevention, and public fire education work performed by
subor di nat e enpl oyees. The enployee of this class works with a
hi gh degree of independence in the performance of assigned
duties, with work reviewed by the Fire Prevention Chief. This
class ranks directly below that of Fire Prevention Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Assists the Fire Prevention Chief in organizing the division,
i ncl udi ng nmaki ng deci sions concerning the use of equi pnment and
t he depl oynent of personnel. Recomrends managenent policies
goal s, and objectives for the division. Assists in conducting
research and in overseeing the planning for prograns and
activities of the division. | nspects division operations,
evaluates the effectiveness of such operations, and takes
appropriate action to correct or inprove problem areas.

Moni t ors and eval uates | ocal conditions which may beconme fire or
saf ety hazards. Reconmmends changes i n departnent operations that
will help the jurisdiction inmrove |1SO ratings. Eval uat es new
| aws, regul ations, ordinances, and court rulings relating to
fire prevention operations to determne if changes in policies
and procedures are needed. Mai ntains a reference library on
i nspection and fire prevention education topics.

Revi ews incom ng communications for the division and either
handl es the matter personally or assigns it to the appropriate
subordinate. Wites letters to handle problenms or to address
needs of the division. Conpiles, organizes, and anal yzes data
needed, and wites reports required to docunment division
activities. Provides for the preparation and maintenance of
di vision records and reports by review ng records conpl eted by
subordinates and by periodically inspecting systems and
facilities for maintaining such. Receives requests for the
rel ease of fire prevention records, evaluates the request, and
approves or di sapproves the request according to applicable | aws
and departnent policy.
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Coordinates the work of the division with related federal
state, and |ocal agencies, releasing informati on and giving
assi stance. Serves as division  representative to the news nedi a,
releasing information and answering questions concerning the
work of the division. Responds to questions from the public
about the operation of the fire prevention division or any
rel ated areas of fire prevention services.

Reviews work to be done and delegates assignnents to
subordi nates, providing them with the supplies, tools, and
resources necessary. Monitors work pace and progress of assigned
jobs. Inspects the appearance of assigned equipnment and
personnel . Sets work schedul es and approves | eave. Eval uates the
wor k performance of subordi nates and writes enpl oyee eval uati on
reports. Counsels enpl oyees who are experiencing work probl ens,
and handl es enpl oyee conpl aints and gri evances.

| nspects buildings and collects information to be used in
determining that buildings conply with all applicable fire
saf ety codes, including inspecting fixed fire extinguishing
systens and standpi pe systemns, inspecting functional aspects of
fire detection and al arm systens, inspecting storage areas for
flanmabl e and conbustible |iquids, checking for electrical
hazards, inspecting heating, ventilating, and air-conditioning
systenms and cooking equi pnent, determ ning that buil dings nmeet
fire resistance requirenments for their construction type,
evaluating buildings to insure that they have not suffered
structural abuse which m ght render them unsafe, and assuring
that the neans of egress from buildings are sufficient for the
assi gned occupant l|load. Estinmates the fire load of a building
and assigns a fire |oad classification.

Recei ves conmplaints from the public on hazards or on possible
violations of fire codes, records all pertinent information, and
processes the conplaint follow ng departnental procedures.

Participates in selecting programconponents and objectives for
fire prevention educations programs. Delivers |lectures, talks,
or denonstrations on fire safety to schools, clubs, or other
organi zed groups.

Perforns any rel ated duties assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenents nust be net before
adm ssion to exam nation.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must possess a valid driver’s license.
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Bef ore appoi ntnent, nust pass a nedical exam nation designed to
denonstrate good health and physical fitness sufficient to
perform any required duties of the position.

At the time of application for exam nation, nust be an i ncunbent
in the class of Fire Inspector 1I1. Must be a regular and
permanent enployee in the class of Fire Inspector Il for
i mmedi ately precedi ng application to the board.
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